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PROGRAM TECHNICIAN II 
   Victims Compensation Program 

Customer Service Unit 
$2465.00 - $2998.00 

 

POSITION SUMMARY: 
Under the general direction of a Supervising Program Technician II in the Victim Compensation and Government Claims 
Board's (Board) Customer Services Unit (CSU), the Program Technician II functions with a moderate to high degree of 
initiative and uses independent judgment to provide sensitive and detailed program information to claimants/victims, 
representatives, providers, attorneys, the general public and other interested parties on the Victims of Crime Program (VOCP) 
pursuant to Government Code Section 13959 through 13974. 
 

Incumbents are required to provide assistance to distraught and emotionally upset claimants/victims of 
violent crimes on an ongoing basis. 
 

ESSENTIAL FUNCTIONS: 
 Uses a variety of telephone techniques, customer and crisis intervention skills and program resources to assist the 

public; provide information to Victims/Claimants, Victim Witness staff, representatives and providers on victims of crime 
issues and increase awareness of laws, rules, regulations, policies and procedures on the VOCP including, but not 
limited to, qualifications for program assistance and expense limitations on benefits provided; questions on emergency 
awards, claims verification, recommendation and hearing processes.  
 Access and retrieve information from the VOX computer system to provide assistance to Victims/Claimants, Victim 

Witness Center staff, representatives and providers on claims, billing, payment and hearing status; create and maintain 
claim contact log and monitor and provide information to Supervisor on nature and frequency of contacts. 
 Research the Board's policy and procedures to resolve the more complex questions on the VOCP; prepare referral form 

on issues and questions that cannot be answered by CSU staff . 
 Maintain general knowledge about the Board's various units and functions, as well as, the victim assistance services 

provided by other agencies; provide referrals to appropriate individuals, or entities; update and maintain a variety of 
resource materials.   
 Prepare and process telephone requests for applications, forms, and program information for mailing as necessary. 

 

DESIRABLE QUALIFICATIONS: 
 

 Excellent verbal communication skills:  Ability to express ideas and facts to individuals taking into account the audience 
and nature of the information; provide clear and accurate information; posses excellent listening skills. Work cooperatively 
with clients and customers to provide information and satisfy their expectations. 
 Excellent written communication skills:  Use correct grammar, spelling, punctuation, and structure so that referral of 

information is clear and understandable. 
 Interpersonal skills:  Demonstrate courtesy, tact and empathy; relate well to persons of varied backgrounds. 
 Use available resources and independent judgment to develop new insights into situations and apply innovative  

 solutions to problems. 
 

WHO MAY APPLY: 
 

Current State employees in the Program Technician II classification or individuals eligible for appointment by transfer, list 
appointment, or reinstatement to this classification.  Bilingual candidates are encouraged to apply.  In addition to their 
application, candidates must submit a current resume and cover letter explaining their eligibility and their interest in this 
position.  Applications will be screened and only the most qualified candidates will be selected to interview. 
 

**POSITION SUBJECT TO SROA AND RE-EMPLOYMENT LIST POLICIES AND PROCEDURES** 
 

SUBMIT APPLICATION TO: 
Victim Compensation and Government Claims Board 
Human Resources Section / Attn:  Robin Jones  
P.O. Box 48 
Sacramento, CA  95812-0048 
(916) 324-3252 
email:  rjones1@vcgcb.ca.gov 


